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Remedy Requester Console Quick Reference | New Requests

Creating a New Request

1. Click the Requester Console link from the Quick Links
<bmesoftware Help a

menu.

New Request 2. Click Create New Request.
o It
Just a few easy steps is all it takes to find a solution or request additional help. 3. seleCt the type Of requeSt from the summary_ + lISt'
Request Details S 4. Enterthe Qetalls of the request in the Notes field.
5. Select the importance of the request from the Urgency*
Summary*+ I j Company [ospa-ocro-nzc list.
Notes = Eirs) Naine |gce 6. Enter the date by which resolution is needed in the Date
MiddieName ‘ Required+ field.
Last Name [rraining 7. Edit the requester’s phone number in the Phone field, if
Phone |1 504-426-0000 applicable_
Urgency* [3-tedium ™| Email [s0e. training@usda.gov 8. Edit the requester’s email address in the Email field, if
Date Required+ [ = Organization |eesn applicable.
R Department [rcs NOTE: A group email address can be entered.
) 9. Add attachments (refer to Adding Attachments to a New
Save Close ReqUESt)-
10. Click Save.

IMPORTANT: Please ensure that no Personally Identifiable Information (PIl) is entered on a request.

Adding Attachments to a New Request

Click the Add Attachment link from the New Request Q

| <bmesofware L
- 2. Enter atitle for the attachment in the Summary* field.
Request Work Info 3. Enter the details of the attachment in the Notes field.
= 4. Click Add.
Summary* ‘ _EJ . s . .
] = 5. Click OK on the Personally Identifiable information (PII)
N = warning message.
6. Click Browse, locate the file and click Open.
Lirsix 1 Asacheront 7. Click OK.
File Name | Max Size | Attach Label Submitter* wFES08 8. Click Save.
| Attachment] - [ — Fr2arz013 91501 A E 9. Complete the request and click Save.
Al IMPORTANT: Ensure that any attachment does not contain PII.
NOTE: To submit multiple files, create a zip file and attach the zip
Save | Close | fI/e
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Remedy Requester Console Quick Reference |Existing Requests

New
Pending
Staged

In Progress
Completed
Canceled

Closed

New
Pending
Assigned
In Progress
Resolved
Canceled

Closed

Request Incident Description
Status Status

Newly request that has not yet been assigned.
Further information required.

Assigned to a group for resolution.

Assigned to an individual and being worked.
Resolved.

Canceled by the requester.

Closed and no longer active.

My Re quests The My Requests page displays an overview of all of the request
v the user submitted and the status of those requests.
ly Requests
Showing 1 -10 of 24 « Page[t v ] Preferencesv | Refresh Description
Request ID Summary Status Submit Date
In P New Hite Conlractor-£ StudentNew... N 8/25/20111230:44PM  3Medium - i i
inPuocese NeiehiEsasen rr::lovee ¢ ew Uz?ed L g e Request ID Once processed, qlsplays the Incident Number
INCO00000003550 ITS Secury - Other Closed 8/25/2011 94230AM  dLow used to track the issue.
INCOD0D00003580 New Securty Specifications (Extemnal) Closed 8/16/2011 11:24224M  3Medun
B e e e AL AL hd Summary Brief description entered in the Summary field of
Homies Dotaks the request.
Assignee l Notes Nonoles provided =]
Catogon Tier 1 Feaust Status Current status of the request.
Conga T e Refer to the Request Statuses below
Category Tier 3 | Submit Date  Date the request was submitted through
Product Name+ [ Remedy.
Urgency Importance of the request selected from the
Urgency field of the request.
, = IMPORTANT: If critical, please also call the
View | Conel | _Fieope | Clse | Contact Center to ensure request is expedited.
Request Statuses Add Attachments to an Existing Request

Select the incident from the My Requests page. \
Click View.

Click the Work Info tab.

Click Add Work Info.

Click OK on the Personally Identifiable Information (PIl) warning
message.

Enter a title for the attachment in the Summary* field.

Enter the details of the attachment in the Notes field.

Click Add.

Click Browse, locate the file and click Open.

10 Click OK.

11. Click Save.

IMPORTANT: Ensure that any attachment does not contain PII.
NOTE: To submit multiple files, create a zip file and attach the zip file.
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